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IN TERDEPARTMEN T AL LITHOGRAPHIC WAGE BOARD 


1 We the Heads of the Executive Departments of Agriculture, Air Horde, 
Army, Commerce, Interior, and Navy, acting under authority conferred upon us 
ty law, do hereby establish a board, hereafter known as the Interdepartmental 
Lithographic Wage Board. 


.... . .j ' . ft .'I: I ,f 

2, The purpose of this Wage Board shall be to coordinate and.maintam^a 
maximum of uniformity in the wage rates paid to employees located in the me,.rc- 
00 litan area 61 Washington, D. C., in the Departments and Agencies entering 
into this agreement, who: (1) are engaged in the quantity reproduction of 
maps and charts by the lithographic processes; or (2) are engaged in_phox>- 
Offset lithographic printing and similar duplicating work in processing ola 1 o. 
of (3) are engaged in such auxiliary operations preparatory or subsequent, to 
duplicating as may be exempt from the provisions of the Classification Act oi 
1923, as amended. The Departments and Agencies mutually agree that m tne 
absence of compelling reasons to the contrary they will uniformly pay the 
wage rates and apply the job standards recommended by the Wage Board. Unil.it- 
erll action will not be taken by any Department or Agency without prior notice 
to and consultation with the Board. 


3. The Board shall consist of one official representative from each of 
the following Departments: 

.... ■ • 

, The Department of Agriculture 
The Department of the Air Force 

The Department of the Army 

The Department of Commerce 
The Department of the Interior 

The Department of the Navy 

; I4. In addition to the six representatives on the Board from the Depart- 

ments listed in paragraph #3 above, four additional representatives may be 
added to the Board from other Federal Government Departments and Agencies on 
the following basis: One to be designated by each of those Agencies having 
75 or more positions of the classes coming within the jurisdiction ot the 
‘Board, provided that if the number of such Agencies exceeds two, they may 
jointly select 1 two representatives on the Board; one to be selected by the 
group of Agencies having from 25 to 7b positions, inclusive; and one to oe 
selected by the group of Agencies having less than 25 positions. In a 11- 
tlon to the six. signatories to this Charter, other Departments and Agencies 
that wish to participate in the work of the Board in accordance with the 
phovisions of this Charter may do so by filing written notice oi intent 
with the Chairman of the Board. 

■ - . ; j - t -J ■ J 

5. The Chairman of the Board shall be elected from the membership oi 
Wid Board by a ’majority vote of the membership. 


' Ap^prov^d ior^ReieSsi 2t>b2/6l/ls 004FR00^^01000b^-1 ' ’ ^ ^ 
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funiishinf f G ^?ptpn Pati ? g or Agency shall share in the matter of 
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in pawgr^ Wlth referenCe t0 41,6 employee gr0UM deri "* d 


A ‘ Sedul^ C ^o° f W3 ? e . su f veyS and the recommendation of uniform wa® 
schedules to participating Departments and .Agencies. 


B. The development and recommendation of a uniform policy and rulos 
schedules , ^ ***** ° f individual W -tea w?thin Se ^ 


C. 


t T itiS P rj al °i W f ltten J° h standards, including uniform job 
lobs and d the S r e ^y els % for both new and established types of 
in duties % revisi0n of ^ standards as required by changes 


f 


bv thfVJriJ off? sha ll Perform such other related functions, as may be direct. 
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H 

the BoSd SU The d n a inf 0 r f ti0n as my be P er tinent to the matters before 
be hplri * ft 0 ? 1 Proposals and recommendations of the Board, however snaj 

oLnSnad! " 131 “ ntil aPPr ° Ved by the Heads df «» Departs 
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/s/ A. J. Love land 
Department of Agriculture. 


g/i8/h 9 /s/ Bernard L. Gladieux 

Department of Commerce 


3/ 6/1.9 

p4xt».B 


/s/ Eugene M, Zuchert 
Department oi l the Air Force 


h/lh/h 9 

D&te 


/s/ J. A. Krug 

” Department of the Interior 


3/ /h9 


Cate 


/s/ Kenneth C, Royall 
Department of the Aray 


3/2h/h 9 

Date 


/s/ John T. Koehler 
. Department of the Navy 
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INlERDRPARttffiNTAL LITHOGRAPHIC WAGE BOARD 
Rules apd Procedures to Govern Board’s Actions 


El:- 1 1 


As authorized by paragraph #9 of the Charter of the Interdepartmental 
Lithographic Wage Board, and in accordance with the other provisions of the 
Charter, the Board issues the following rules and methods of procedure to 
gbvern its actions in carrying out the functions assigned to it. 

■ . / • ' :j j ■ ] 

1, Affiliation of Agencies with the Board ; Whenever a department or 
agertcy, olher 'than one’df We "six 'original signatories to the Charter, '-'/is lies 
to affiliate with and participate in the work of the Board, the Chairman s’rjali 
send a copy of the Charter and of these rules to the proper official of the 
department or agency for his information and guidance. The department or 
agency will notify the Chairman of the Board in writing. of its desire to 
affiliate with the Board in accordance with the terms of the Charter and rules. 
The letter to the Chairman should state the name and position of a principal 
and of an alternate who will represent the agency in all business with the 
Board or with the agency's representative on the Board. Preferably such rep- 
resentatives should be from the central personnel office or wage board of the 
agency. 

2. Designation of Board Members t 

' : . ; 7 j! 

a. Each department entitled to a representative on the Board in 
accordance with paragraph #3 of the Charter will designate one member and an 
alternate, preferably from its central personnel office or wage board. This 
should be 'done in a writtep notice of appointment to the member and alternate, 
and a copy will be supplied to the Board Chairman for the Records of the Beard. 

,ij • ■! i--j ! 

b« Representatives of those departments and agencies that have from 
2£ to 7k, inclusive, positions under the jurisdiction of the Board and that havt 
affiliated with the Board in accordance with paragraph of the Charter, will 
meet in September of each year and elect one of their number to membership on 
Idle Board, They shall also elect an alternate to represent them on the Board 
in the absence of the principal member. Likewise, representatives of depart- 
ments and agencies having less than 25 such positions and that are affiliated 
with the Board will meet each September and elect a member' and' alternate mem- 
ber to the Board, Election will be by majority vote. The meetings will Be 
called and presided over by the Chairman of the Board. In case the number of 
positions in an agency changes so that the agency would be in a different 
group for purposes of electing a member to the Board, the representative of 
the^agency shall so notify the Chairman prior to the election. 


C. Departments and agencies that are affiliated with the Board and 
have 75 or more positions under jurisdiction of the Board will proceed under 
para'graph #2a, above, if there are not more than two such agencies. If there 
are mofe.tbsn |wp ^u<?h, agencies, they shall meet and elect hot’ more than two 
members and two alternates to represent them on the Board, in accordance with 
the procedure set forth under paragraph #2b, inmediately preceding. 
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. 3, Board Officers ; A chairman will he elected from among the members A 
the Board for a Verm of one year. He shall preside at all meetings of the Bear- 
in accordance with the Charter and these rules. Elections will be held each 
year at the regular October meeting* In the interest of continuity, the alter- 
nate to the member elected chairman will automatically become the vice-chairr.ar 
and will serve as chairman in the regular chairman's absence. 


. •' •' , . . .4 :: • ;,g ; } 

,h* Quorum* The quorum necessary to hold a Board meeting and take action 
shall be aTT members of the Board minus two. 


ip. Voting : Each member of the Board shall have one vote. Each decasidn 
or acti ori" of 'the Board shall require a simple majority vote of all members 
present. 


6, Meetings: Prior to calling either a regular or special meeting, the 
chairman 'will contact each member of the Bcxird to obtain suggestions about 
items for the agenda. In advance of the meeting, he shall also inform ail mem- 
bers of the items scheduled to be^ discussed at that meeting. 


i 

I IGCt ij • 


7 , Committees : Committees may be established only for specific pro. 

At the decision" of the Board that a committee should be established for a spo- 


cific project, the chairman shall designate the committee members and chairman. 
As provided by paragraph $9 of the Charter, committee members need not, oi 
necessity, be Board members. On all major issues, as determined by the chair- 
man, each Board member may, at his option, serve on or name one representative 
on each committee. The action of the committee shall be guided by the Charter 
and these rules as well as any specific instructions of the Board. Uoori com- 
pletion of the project, the committee will be dissolved. 


8. Procedure on. Major issues: 


a. The Chairman will have the power to decide what constitutes a 
major issue, and in case of doubt as to the importance of any issue he shall 
Obtain advisory information from all members of the Board. 


b, Af ter receiving advance information on the agenda ^ items, prior to 
the scheduled meeting, each member will take whatever action is necessary to 
Secure the point of view of his department or agency or the group of agencies 
which he represents so that he can act with authority at the Board meeting. 


c. Where a committee is established to investigate facts and maice a 
recommendation, it shall provide each member of the Board with a copy of its 
findings and recommendations in advance of the next scheduled meeting. 


d. As in "V above, each member will then ascertain the point of 
view of his agency or group of agencies oh the proposal prior to the Board 
meeting. 


••• ' , =; j •;:!> ; ■ j 

e. At the Board meeting scheduled specifically for the purpose, a 
VOtc will be taken, after discussion, on the recommendation. If the 
feCOmmOhdation carries, step "f" will be followed. If the preliminary dis- 
cussion reveals a serious objection on the part of one or more members, or i.f 
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the original recommendation is . substantially changed, the Board nay decide ti 
have each member check the matter again with agency officials prior to final 
VOt-e. * , 



i 


f» »%en decision is reached by majority vote, the chairman shall sene 
■Written notice to .each department and agency affiliated with the Board of anti os 
taken pg the Board, .‘this notice shall be in the fopi <# $ j?e^ip^idatipn ^ai 
the department or agency take necessary action to implement the Board's iecisio: 
the notice .Will not prescribe internal administrative procedures of the depart- 
ments or agencies. The notice will request a reply as to disposition by the 
member departments and agencies and will cite that portion of paragraph #2 of 
. thf ChskRtep ,wh|ph .provides as follows: "The Departments and Agencies mutually 
agree that in the absence of compelling reasons to the contrary they will uni- 
formly pay the wage rates and apply the job standards recommended by the Wage 
Board. Unilateral action will not be taken by any Department or Agency without 
prior notice to and consultation with the Board." 


9» Publicity : Neither the Board, nor its chairman, will issue any ;:>ub~ 
licity releases on Board action. All members, alternates, committee members 
and technical , advisees are enjoined to observe the confidential ^nature "of the 
Board's actions. Publicity will be a natter of decision by each member 
department and agency, .vhere solicited only, the chairman, or Board mem.oers, 
niSy disclose information on when meetings are to be held and subjects for- 
mally scheduled by the Board for consideration. 


* • . • • . ' ' , j ; = ' ■:{ ' : | j • 

10. Employee Groups : As provided by paragraph #9 of the Charter, and sub- 
ject to the limitations of paragraph #11 of these rules and the understanding 
that a nja£|a-C firfeted at vidua! agency shall first 'be discussed 'with' 

that agency, employees or their representatives may present to the’ Board writ ter 
briefs and any additional data regarding wage schedules, job standards,^ and mat- 
ters of basic policy. Also, at the discretion of the Board, employees dr their 
representatives may appear in person to present their views. No group wi 11 be. 
heard Ah ich dog's not represent employees covered by the Charter! A maximum oi j 
representatives will be heard from any one group. The matter of permitting 
employees time off to appear at a Board meeting will be left to* the discretion 
of each department and agency. Member departments and agencies 'are encouraged 
to hear employees groups of their own organizations prior to decision of ihV 
department or agency as to how it will vote on a Board proposal^ Discussion 
and voting on any proposals made by employee groups will be in executive 

session. ! ! 


11 ., 


The handling of individual grievances and appeals is a res- 
ponsibility of the operating agencies. Such matters will be adjusted in 
accordance wil|i administrative' procedures set up under" tfie Veteran's' prefer- 
ence laws, civil service regulations, etc. The Lithographic Hage ’Board’. 


.accordingly, wi ll not entertain individual gr ievances or appe als, Tnc Tuoing 
those relating to^the allocation of parti cular po sit i ons T 'or the 'fixing “of ‘ 
-individual ^atgs <pf jpay. The Board will, however, upon the specific’ written 
request of an operating agency, render an advisory opinion on "’individual case: 
relating to the allocation of a position or the application of the Board's ’ 
own rules governing the fixing of a rate of pay. 


• Approved For-Re 


ease 2002/01/08 

if 1 


C1A-RDP83-01 004R0001 001 0000 




t'i «ii t rr?i: 


T 


kt'is.Mikk 

i ,r,r '• 


hr; | ! 
SsM ?- 1 £ : 


'Kl 






oP'lfif ffP 

Approved For ReWse 2002/01/08 : CI^-RD^fc-d^OOiRolWoblboclJ-l 


■•!? J I 

: | |r . I 




12 ♦ Records and Clerical Assistance } The chairman wAl/be responsible for 
M3 int ai nin g "a*l 1 off ic lal recorcls 1 ~o?* *ffie Board, including minutes of meetings. 

He will ,see that necessary secretarial and clerical assistance are available 
and may call upon member departments and agencies for heTp as needed. Outgoing 
Chairmen will transfer Board records to their successors in office. 


13 . Wage Survey Procedure; 


i , 


a. ’Wage surveys will be initiated when deemed necessary by the Board. 
Accordingly, when a wage survey is to be conducted, the Board will establish a 
Committee for the purpose of conducting the wage survey and providing the guard 
xvith survey findings so that a schedule of wage rates, based upon the prevail- 
ing locality wage pattern, may., in turn, be recommended to the agencies' mcT 
Departments affiliated with the Interdepartmental lithographic Wage Board. 

.■ - : * ■ , : d • . [ ; j ; 

b« The committee established as outlined in paragraph ^a,'* above, heiv 
after called the Wage Survey Committee, shall be established in accordance with 
Section ? of these rules. The Sage Surrey Committee shall be governed in its 
Activity by the following general 'criteria: 


( 1 ) 


#■ 


( 2 ) 


(3) 


(k) 


Survey Coverage: Firms to be included m the wage survey 
wiU t*e printing;, lithographic and miscellaneous duplicat- 
ing shops in the metropolitan Washington, D. Ci area, 'Includ- 
ing the Government Printing Office and the Bureau of 
Engraving and" Printing, list of firms contacted in the last 
previous survey will be used as a basis for developing the 
current firm list. The committee may add to or delete from 
the list firms to be contacted during the survey, 

' ' ‘ I I 


. a i5. a i . i 

Key Jobs: Descriptions of key jobs upon which wage rat 
are. to be collected will be current printing and lithograph! 
job descriptions. The committee will determine the job des- 
criptions, to be used to accomplish the current survey. 

Collecting Data; Each member of the Interdepartmental 
Lithographic Wage Board will be responsible 'for providing' 
qualified personnel to assist in the wage' 'daba' collection^ 
Committee members may serve as data collectors. A meeting 
will be held for the purpose of fully orientating the y3ata 
collectors in such matters as, letter of introduction ‘to 
be used, methods and forms to be used for recording data 
collected, and manner and date when collected data will be 
reported to the committee chairman, Pirms to be contacted 
during the survey will be equitably distributed to committee 
members. .£rior to actual firm contacts^ the Wage Survey 
Committee 'will consider suggestions ’ from unions and employee 
groups as to area, commercial firms, and hey jobs to Be 
included in the survey. 


Analysis of the Data: Upon submission of all wage date 
the collectors, the committee will edit" and analyze the 
and develop trend lines from which a new wage schedule may 


: i ■ ; 

bj 

data 


be derived. Trend lines will be run through t 


he data, 





Ml « fj T'i4 « | " 
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the grade level areas represented by the key jobs 
SS^d fqr .paginal data collection purposes. In determining 
the schedule lin? to be approved for supervisory and non- 
Super^isory jobs of comparable level, rates paid by the 
foyernment Printing Office, the Classification Act pay rata 
structure., and the possible use of a geometric progression 
will be considered. 


i • _ ' i t S M 

C. sage Survey Committee data and analyses will be reported promptly 
JPiJ 1 ® final decision es to the wage schedule which will be recom-* 

fflfhded to affiliated, ^ departments and. agencies. At this time the Board will coi 
siaer any written brief s or similar matter submitted .to it from .employee group- 
Unions , or similar organizations, or hold hearings for these groups prior to 
making the final schedule determination, as provided in section 10 of these 
Rules and Procedures,. . ,, , , t , , . , ( , 


, ^ d. The Board will determine in executive session the new wage schedule 
to oe recommended to. departments and agencies affiliated with the Board. As 
required by paragraph #9 of the Charter of the Interdepartmental Lithograohic 
lage Board* the final recommendation of. the Board will be. held confidential 
until approved by the heads of the departments and agencies concerned. 

* ■ .* ' .11 . i i ; 


;. r - • '■■■■ • : - i l I ! 

. Th® Wdgo Survey Committee vd.ll prepare a complete survey report 

for the purpose of recording the sequence of events and actions surrounding 

9f.ih e i ne w schedule . Data obtained from co-operating commercial 
establishments will be trea ted. as confidential material. and. will not be pub- 
lished or distributed outside of the Interdepartmental .Lithographic Wage Board 


.. : • ■ r * a . i * 

4-n. Wage, Admini strut jon i In accordance with paragraph #7B of the Charter, 
the Board re.cpnjp.qnds that the following policy and rules for wage administra- 
tion be followed by the departments and agencies affiliated with the Board; 

■' ; ■ Mi::' ■ : - ■ ■" ' b : ' ; Ml I r ' 'i t ! t ■ ft 1 


Kew hire?; AH newly hired employees shall be paid initially at. 
the minimum rate of the pay range. Exceptions to this rule may be made only 
with prior approval of the Board. 

■] . f i4' i i4M:i| -M [ . : i : r , ■ pi i' i:, ii. 1 I , ■ f }, 

b. Reinstatements, reemployments, transfers, promotions, changes to 
low;er grade; with respect to such actions, individual agencies will follow 
either; ’ 


; * : . : ' . " „ V- :* y ■ £ „■ ' ■■ ;• I -V. -i < 

fl) Bee special rules which they apply to wage employees 
generally in the agency; or 


(2) The pertinent provisions of the Classification Act of I9d9, 
regulations of the Civil Service . Commission, and decisions 
. of fhe Comptroller General applicable to graded employees. 

. • ' T : ‘ j ’ y, ■ i i - f • i 


1 . • : 1 i 

C. . Periodic step increases; Same, as under lhb, Jjnmediately preceding. 


d. Additional step increases for superior accomplishment; Same as 
Under Utb, above. 
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e, . Overtime, pay; Section 23 of the Act of March 28, 193b (Public Law 
1U1, ?3rd Congress, i+8 Stat. 522; 5 'JSC 673c) provides; 

\ ' • p ' ' f "V| H | : ‘ || ! U 

"Tpat thp regular hours of labpr shall net be more than forty , 
'per Week; and all overtime shall, be compensated for at the 
i^ate gf not less than time and one -half," 

* J I . i ; 1 1 1! I ' i 

In accord with the provisions of this law, all overtime work (work in excess 
of, hO hours ..per week) shall be paid for at the rate of one and one-half Lira s 
the regular rate of pay. Overtime pay is computed on a weekly basis, not on a 
daily basis. In computing overtime compensation for employees on the night 
shift, the night shift differential is added to, the schedule rate of. pay in 
orqer to arrive at the "regular rate of pay" which is multiplied by one and 
one-half. (See 23 Comp. Gen. 962; 2b Comp. Gen. 395 etc.) Overtime work 
mast be paid for in cash; compensatory time off is not authorized, 

f. Night Differentials Individual agencies will follow; 

; . - f : r : ; • i? -b :: . - ■' :• r i > i f: i : 

(1) The special rules which they apply to wage employees general I’ 
Uhher their individual jurisdictions; or 

; ' r; ■ ■ : ^ :■ i ;• , f I !■: 

(2) The provisions of the Federal Employees Pay Act of 19 b 5 as 
amended, except that the night differential will be added 
to the schedule rate of pay in computing overtime (see 

1 paragraph "e," above). 

, , y ' 5 ? ■ : ;■ p ' P ■ ,1 ; • . 1, : I ff| ' 

. w . S' Holiday pay: Pay for a holiday on which no work is performed, 
when falling within the regular workweek is governed by the Act of June 29 , 

19^8 (Public Resolution No, 127^ 75th Congress, 52 Stat. 12b6; 5 NSC 86 a), 
and applicable rulings of the Comptroller General, In general, this act pro- 
vides that whenever a. wage board employee (except wage board employees 
appointed temporarily for periods not exceeding one year) is relieved or pre- 
vented from wprjsing because of the occurrence of any day declared a holiday 
by Federal Statute or executivq order, or any day on which the departments' 
and establishments, are Closed, by executive order, the employee is entitled to 
his regular rate of pay* if such day falls within the regular work week of the 
employee. 

• l L. t l i . }• ii ;• ,f . I , 

■ • ■ - ' : • , - y’ - : • • • .?■ • if . 4 , ’ •• : : i ! f : I 

h. Holiday premium pays There is no law specifically providing for 
^y at a premium rate for work performed on a holiday falling within the regu- 
lar work week, in the case of wage board or ungraded employees. Individual 
agencies vail follow: 

■ • ; ; ! ; s I 

. , . .-■■■> ; ! ■ ?! 

(1) The special rules which they apply to wage employees generally 

p •■’ r - ' . •under their individual jurisdictions; or 

; ■ : :1 : ? ; . •' . " . ■ y ' :r\; r g i ; t s i ;;i 

■ (2) The provisions of the Federal Employees Pay Act of 19b5, as 

amended * , ... , . 


the. Beard. 


Changes in Tljage Schedules; The policy is that no changes in 
Schedules of wage rates shall be made except on recommendation of 
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'A, 


b ' 


US 


( 1 ) 


New rates: Mien wage schedules are adjusted, individual, 
employees shall retain their relative step rate position 
the adjusted rate range. If the number of step rates in 
pay range is increased or decreased, the Board will det 
rules regarding the relative position of employees in th 
range of rates at the time the change is made. 


in 

a 

rmi 
n 


ne 

ow 


(2) Effective date: Whenever wage schedules are changed, the 
Hoard shall recommend an effective date, or a rule for the 
determination of an effective date, which shall provide for 
reasonable uniformity among all agencies. 


1. $, Job Standards: 


a. General: In accordance with paragraph #7C of the ^Charter, the Bohr; 
will develop and issue job standards, including uniform job titles and grade 
levels,' for all classes of positions under its jurisdiction. These stannarc s 
will be revised and kept current as required. In general, job standards will 
be prepared and issued for all classes of positions in affiliated agencies m 
the Metropolitan area of Washington, D. C. which 


( 1 ) 

( 2 ) 

(3) 


are involved in the quantity reproduction of maps and charts 
by the lithographic processes] or 


are involved in photo-offset lithographic printing and' similar 
duplicating work' in processing plants; or 


are involved in such auxiliary operations preparatory or Sub- 
sequent to duplicating as may be exempt from the provisions oi 
the Classification Act of 19U9; or 


(U) any other positions of similar nature whicH Hereafter come 
within the jurisdiction of the Lithographic Wage Board by 
virtue of exemption from the Classification Act of 19a 


b. Working Procedure: The development of job standards will be 
accomplished by the Board throu^i a working committee appointed by the ohairmin 
of the Board in accordance with paragraph #7 of these rules. All affected 
agencies that are affiliated with the Board will be consulted by the Committee 
on Job Standards for information and advice regarding specific jobs that will 
be subject to the standards being developed. Any other available sources whic: 
would assist the committee in developing basic facts and information will be 
investigated. When “all necessary information has been secured, and after lull 
discussion and consideration by the committee, standards will be written for 
each series of jobs. The standards will include identification of the^seraes, 
the title of each class or type of position and grade level assigned, u 
detailed description of work performed, equipment used, and factor evaluations 
which are defined below in paragraph "c," "Job Evaluation Factors. vfhen he 
standards Have been completed and agreed to by a majority of the committee, 
a sufficient number of copies of such proposed standards shall be furnished 
the Chairman of the Wage Board in advance of the next scheduled meeting oi 
tHe Board to allow all' members to study the recommendations prior to discuss: ju 
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and formal action by the Board, Alien approved by the Board, job standards 
will be duplicated and sent to all agencies affiliated with the Board for 
their use and guidance in allocating individual positions in their lithograohic 
and/or duplicating plants . 


c. Job evaluation Factors; In establishing job standards the follow- 
ing evaluation factors as defined will be considered by the working committee: 

(l) Experience and training; includes the work experience and basic 
, education required before entering upon a job, plus the train- 

ing required after entrance on the job for the worker to achieve 
the mental and physical abilities necessary to fulfill the per- 
formance requirements of a job. These elements provide a 
i v measurement for skill, or the judgment and manipulative dex- 

terity required for joo performance. Determination is made of 
the minimum kinds and amounts of work experience essential for 
entry into a particular job. Likewise, the minimum formal or 
basic education, or its equivalent, needed for proficiency 01 
work performance is determined. Required on-the-job training 
, is directly measured in terms of the amount and type needed 
for satisfactory performance of assigned tasks. In all canes , 
the absolute minima are determined. These minima will not 
necessarily be identical with placement standards for the job. 
Placement standards may vary with the labor market and the 
mission of the installation. Job standards, however, are 
stable indicators of the performance requirements of purticu- 
lar jobs and should serve as such. Individuals assigned to 
a given job may have qualification requirements which exceed 
the minimum job requirements, but this has no bearing on the 
evaluation of the job, ' 


( 2 ) Responsibility; is the individual accountability of a worker 
for the successful completion of assigned tasks. This fac- 
tor is evaluated in the light of the supervision received, 
the possibility of loss or damage to tools, materials, and 
equipment, and the possibility of causing injury to others. 
The supervision received by workers, both administrative 
and, technical, is directly related to the responsibility 
the worker has for the duties assigned to him. Intermittent 




or spot-check supervision, for example, throws a greater 
responsibility on a worker's, performance than continuous ’ 
Supervision. If a journeyman job or lower exercises super- 
vision, over assistants or helpers, the number of employees 
supervised^ is not in itself the determining element in 
establishing the total value of the responsibility factor. 
The number and variety of tools, materials, and equipment 
used affect responsibility in terms of the possibility of 
damage or loss during work performance and the probable 
■consequences of such damage or loss. There is also a res- 
ponsibility inherent in every job to prevent injury or dis- 
comfort to fellow workers, the degree of which depends 
upon the nature of the Job and its surroundings. The factor 
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of responsibility also includes compliance with prescribed 
safety measures. Noncompliance with safety precautions can 
result in lost man-hours through injury to others, as well 
as through lost or damaged equipment. 


Mental application: relates to the concentration and atten- 
tion required for normal work performance and is evaluated in 
terms of the, degree and continuity of mental effort which the 
worker is required to exert. On jobs involving working to 
close tolerances and the use of complex mechanisms, the 
degree of concentration is usually high, while on simple' 
repetitive jobs, it is low. Mental alertness includes atten- 
tion, to a machine, attention to instructions and orders,' 
alertness in preventing injury or damage, and concentration 
in planning, organizing, and directing the work of others. 

. Mental effort expended in hand-and-eye or hand-and-fcot 
coordination is one of the elements evaluated under thisj 
factor. The nature and variety of decisions to be made and 
the extent tp which the worker is required to" exercise 
initiative and judgment are also considered. ' A high ’ degree 
of concentration is typified in the job of watch repairman, 
whereas the attention required of a helper in understanding 
and complying with instructions or directions is relatively 
low. Likewise, the' scope and variety of decisions made by 


a foreman may result in a higher degree of mental applica- 
tion than that of the watch repairman. In addition to the 


degree required, the continuity of concentration must alto 
be determined. Some jobs require a high degree of concen- 
tration at rather infrequent intervals. In others, the " 
concentration is almost continuous, :! 


Physical demand: is indicated by the degree and continuity 
of muscylar effort required to be expended in work perfor- 
mance. Thiq takes the form of fatigue-producing actions, 
such as unysual working positions required in painting or 
welding overhead structures, muscular effort dn lifting,* 
pulling, pushing, and monotonous or repetitive tasks'. 


Working conditions: refer to the environment in which work 
is performed. This factor includes the hazards inherent" in 
a job which expose a worker to occupational injuries or 
diseases, and the conditions surrounding a job which’ make it 
disagreeable and unpleasant, but not necessarily dangerous. 
These conditions may be extremes of temperature, or unpleasant 
features such as wording in grease and dirt or arounc non- 
toxic fymes or dust., The hazards invoked in working; at’ high 
elevations, with moving parts or machines, or around electri- 
cal apparatus are appraised if they are an inherent part" of 
the job. The degree and continuity of exposure to such " 
hazards or unpleasant conditions determine the relative rat- 
ing of this factor. 
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Ratlng QuideS and inversion Charts; aith each set of standards 
■nls’h T ,!t-i no ° r ° r plant positions, the working committee will fttr- 

ri5L S S guides ranking the standard jobs in accordance with pre-determ Lned 

wllf J l!SV 9 S ^^ b ° ve evaluation factors. In addition, conversion charts 
will >3 supplied indicating the point ranges for all grade levels under which 

SrfiV? 1 3 i * l 0nv ' erted t0 the a PP r °priate lefel according ?o thS; 

rank as determined by their total point values. 


Supervisory or other non-standard jobs; Written standards 




or 


** 


Supervisory jobs, mixed jobs, or other unusual or non-standard iobs hav- not 
by n th ! Board due to the varying combinations of duUes a^ 
organization relationships of such jobs in the different operating agencie- 
& the operating ^ncies »f organization charts Llndi^ 

duai descriptions of the positions to be evaluated, the Board, or a working 
committ e e of the .Board, will evaluate and recommend grades for supervise^ 
and other non-standard positions of comparable level? . 7 


™ flc _ 0 n ^ Keeping Standards Current; It will be the responsibility of the 
Bo ?J d t0 + kee P current written job standards for all common or standard 
0 a within its jurisdiction. New jobs or classes of jobs coming within th-^> 

purview of wage Board procedure will be handled in the manner Scribed in 
the preceding sections, of paragraph # 15 . aescrioeo m 


V'\ 


+h - Indivi dual Jobs ; The allocation of individual positions in 

sfbilT^f ® enCleS f ° r Which P“ blished •♦««** are atiiablef is f rht.,- 
ancewffwh V agencies ‘ ^ch allocations should be made ir accord- 
anpe with the established standards, and the periodic review of such iSvi u n 
allocations should be undertaken to assure the accuracy of grade levels 

inW^g st^iTaf 6 e H Pe ° ially ”>—v er 'igmcanriaksla*,- 

in .existing standards are made or new standards are issued by the Board or 
Where orgaruzaU°ral changes and/or changes in duties may retire relluoction. 
of particular jobs. Requests for recommendations for relallooaUon of lunerf ' 
visory or other non-standard jobs may be submitted to the tiage Board in Hie 

same mapner as for initial allocations described under l$e, fbove. 

- ' ' 1 : • «• ’ •» 


l 


Mixed jobs involving two or more major duties of a journeyman level (i e 

"ffiven e ? dent W ° r }j er Under g ene ral supervision) in two or more series will *be 
given a one grade premium, provided there is not more than a three grad? dir 

fw re ? C l' betWeen tbe hlghest and next highest skill, and further provided th^t 

l h n W es J f ad f is ? ^ above. The grades of th? severaf^jor duuS 

of Q ioh-= i b ?n de i' e ^ lined T in exactly the same ^nner as outlined for the allocation 

four of thl fni? £ 7 ° ne . raa - j0r duty * A " Ma J° r ^ ty " is one which meets all 
four of the, following requirements; (a) it must be in the job description 

and actually performed, (b) it must offer reasonable assurance of periodic 

^ mUSt c °nstitute a detenninant of hiring qualifications 
and (d) it must occupy a reasonable portion of the worker^ UmJ. 


bv the K^f ffli fV 0bS n0t raeetin ^ the above criteria will be determined 
y he highest level of work which constitutes a major duty. 





O # -; & .j " lj 


• 1, 


■ Approved For Release 2002/01/08 : CIA-RDP83 7 01004R0001001|)pOg|-1 

5 4 1 r iv ; i . 4 ; fj 

} ‘ •• i ) r w'r; : I ■' T .. § . -j .&;>* -f ■ '% ;j{ ; if if - 


iplff Oil dl 


ip K j \ 


&• 

* 

i 


I 


r j- 


r& :! ' ■' 


iliti§;i j. 


A$>r| 


IrMele 


:< • : • ?•••;• * U: ! ■ ■ :• * «{.#;. g> *j : • || 



A, : 


,f.' |i- If !; f ! 1 1 1 : Mj j V ; 

j. ubove types of positions which the departments experience 

^■“iculty in grading, the bage Board will serve in. an advisory capacity and 
will recommend an appropriate grade upon receipt of the necessary basic infor- 
mation. In such cases a comprehensive description of duties and responsibili- 
ties should be furnished the Board through the agency's representative on th‘ 
Board, following the same pattern used for written job standards. For super- 
visory jobs only, the submission should be accompanied by an overall organi- 
zational chart of the plant showing number, title and grade of all jobs "in the 
plant. Eleven copies of all material is required for adequate distribution tc 
the Board and to assure prompt study. 


The written standards are to be used as standards against which to measure 
the actual. duties and responsibilities existent in similar jobs in lithographic 
and. duplicating plants, uhere the duties and responsibilities of the position 
being allocated are found to fully meet those set forth in the standard, the 
position should bear the same grade as the standard. However, in making this 
determination care should be exercised to assure that the position matches the 
standard _in all important aspects, such ass nature and quality of the work 
£i.r.fi . p? e ^J 1 type of equipment used; experienc e and training; responsibility f 
IghMl. application; physical demands; and working conditions . Where itls 
found that $.he position being allocated is stronger or weaker than the standar. 

*4 vi ii . c» _ . i ■> . _ . 


in one or more of these factors, a grade should be assigned which will 


adequately reflect this difference in comparison with other positions in the 
same series and in related series. 


The foregoing rules were adopted by the Board at a meeting held 
December lh, I9I4.9. 


/ s / Guy y. Numbers 

" Chairman of the Board 
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